New Employee Orie

Human RescC

ent - Sharon Craven

grams — Bonny Sandy
rsonnel — Cindy Story
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aron Craven
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Travel
Pages 138 -

http://staffne

ravel page found on FHWA intranet

@ Federal Highway Administration — Western Federal Lands Highway Division


http://staffnet/financial/finance/travel.htm

Travel

oyee who travels over 35 miles or
from ODS must have a travel
orization signed before they leave.

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
If there is not going to be any cost to the government, then there is no need to have one done in GovTrip.  Please see Pam Dunn for a paper TA.


2009 Construction Staff Orientation

e All employees, whether they have a travel
credit card or not, must be enrolled into
GovTrip. This includes students and
contractors that have to do any flying or
stay overnight.

e Please see Sharon Craven If you have never
been Into GovTrip and she will set you up.

@ Federal Highway Administration — Western Federal Lands Highway Division



2 you leave for project assignment,
ase let Patrice Castino know dates of travel,
project account number, and project name

— If you work In the office, let Pam Dunn or
Sharon Craven know about your travel plans.

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
For those traveler that work in the office, please give Pam Dunn all information you have concerning your trip at least 2 – 3 weeks before you travel.  If you make your hotel outside of GovTrip, please give Pam Dunn the hotel name, confirmation, and phone number of that hotel lodging.


GovTrip Aut

/e for your project
, please give Patrice Castino

roject Name Assignment

— Dates of travel

— Mode of travel

— Account number and task number

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Patrice will go into GovTrip under your name and set up the travel authorization per the information you have given her.  Make sure the accounting number is correct.  It will then be routed to your supervisor for approval and signature.


GovTrip Vc

es need to give Patrice a
er with the following:

ginning and Ending Date for Month
ost of lodging

— Cost of M&IE

— POV mileage if applicable

— Account number for project

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
These paper vouchers need signature of project manager before being delivered to Patrice.  Patrice will enter them into GovTrip under your name and it will be routed through Julie Morris for review, then the correct personnel for approval and signature.


Government Treé

nployee must have a Government
led travel credit card if you travel more
an twice each year.

— You are only allowed to put airline, bus, rall,
lodging, meals, gas, car rentals, parking, taxi’s
and shuttles on this card.

— You can only draw $400/billing cycle in cash

@ Federal Highway Administration — Western Federal Lands Highway Division



Government Trave

5 responsible for paying their
atement off each billing cycle

)loyee pays the statement with the
ey they claim on their voucher each

@ Federal Highway Administration — Western Federal Lands Highway Division



Government Trave

Do not wait for receipt of your monthly bill
to file your travel claim

@ Federal Highway Administration — Western Federal Lands Highway Division



Government Travel

on paying off your statements
s could result in suspension or
ation of your card.

@ Federal Highway Administration — Western Federal Lands Highway Division



Travel

d Receipts
ort Term & Long Term Per Diem
— Travel Time by POV/GOV

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
PD Rates – (Pass out PD Chart)  PD rates are used for lodging and meals.  

Required Receipts – Airline, train, bus, taxi/cab, hotel/motel, rental car, gas for rental car, ATM cash advance fees, Ferry, parking, and any expenses $75.00 and over. 

Short Term and Long Term Per Diem – Short Term PD – 15 days or less.  Long Term PD – If assigned to a  project for 30 days or more, Long Term PD begins on Day 16 otherwise will be reimbursed as Short Term PD.

Travel Time by POV/GOV – Must travel at least 350 miles a day.  If traveling to ODS the last day of travel will be ¾ of M&IE.  If traveling to another project, would be reimbursed full M&IE for each day of travel.




Travel

\ffects Per Diem
ave Affects Project Assignment
al Cars

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Frequent Flier Miles – earned on government travel are yours to keep. 

Leave – If you are on Annual Leave, Comp Leave, Leave Without Pay, Per Diem is not allowed on those days.

Project Assignment – Leave does not constitute a break in project assignment (exception in winter shutdown).

Rental Cars – A rental car will not be authorized/reimbursed for field personnel who travel to their permanent ODS from a project for on-site meetings, to attend on-site training sessions, or for any other on-site reasons.  However, you can reconstruct the cost of a rental car for travel between ODS and airport but not greater than the usual round trip cost of a taxi/cab/shuttle cost between those points.  The usual cost for a round trip will be a maximum of $58.  Rental car receipts are required.  If the daily rate of the rental car for two days is cheaper than $58 you will be reimbursed the lesser of the two.




Telephone Usage

-

ake a brief phone call not to
5 minutes and/or $5.

der of precedence on usage
Government Telephone

. Government Cell Phone

3. Government Calling Card

4. Commercial phone — only under extenuating
circumstances.

@ Federal Highway Administration — Western Federal Lands Highway Division



Government Owr

King In GOV
Phone — Hands free usage preferred.

Always use GSA Gas Card. Do not use purchase
or travel card.

e Become familiar with GSA Rules — Orange Book

http://wflnet.wfl.fha.dot.gov/policies/

@ Federal Highway Administration — Western Federal Lands Highway Division



360 Degree

resented by Sharon Craven
(WEFL specific, not in book)

@ Federal Highway Administration — Western Federal Lands Highway Division



360 Degree

an now be found at:
Jot.gov/employee guide/360/index.htm

gs can be done any time of year
Ratings from peers and co-workers
e Ratings are set up for your viewing only

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
This program is now available on the WFLNET at http://wflnet.wfl.fha.dot.gov/employee_guide/360/index.htm or on the WLFNET on the right hand side or left hand side of the screen.  It is a volunteer program that can be accessed at any time.  You would be the only one viewing the results of the evaluations.  This is a program that can be used to help improve your job performance.   


Special Prograrr

yram Coordinator
X7713

@ Federal Highway Administration — Western Federal Lands Highway Division



Employee Assistance Prc
(Pages 57-6C

Inancial
e Job Concerns
e 1-800-222-0364

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
This program is for you and your immediate family members.  All calls are confidential.






D2009 Construction Staff Orientation

PROVIDES
e Immunization for all employees.
e Physical examinations.
e Employees working in a health risk environment;
e Employees over 40 years of age ($450 reimbursement once every 2
years);
e Employees under 40 years of age ($100 reimbursement once per
year);
= Reimbursement up to $25 per month for participation in wellness
activities.

_ Fitness clubs or classes

Health and nutrition classes

Stress management classes

Smoking cessation

Weight management programs

Membership in fitness club Chapter 5 of the Administrative Procedures Manual

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
The policy can be found on the WFLNET, under Policies, Safety and Health. The Wellness Program Coordinator is Bonnie Sandy.


2009 Construction Staff Orientation

e Doctor and and Hospital Care
e 45 calendar days of excused leave

e Funeral or burial expenses in cases involving
death

e Scheduled awards in cases involving the loss of
body member or a function of a body part

e Compensation for wage loss
e \/ocation Rehabilitation when appropriate

e Surgery only as authorized by the Office of
Workers’ Compensation Programs.

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
All Federal Employees are covered under the Federal Employees Compensation Act (FECA) wich provides compensation benefits due to personal injury sustained while in the performance of duty or to employment-related disease.



Employees are to immediately report to his/her supervisor or the Safety Officer Wendy Hull all injuries or illnesses sustained in the performance of duty.  The employee executes and forwards claim forms as necessary to the Compensation Specialist.  



The act provides the following for disability due to injuries or illnesses sustained in the performance of duty.

The Compensation Specialist is Bonnie Sandy.  

Call Bonnie for aid in obtaining  emergency approvals through the OWCP.



For complete instructions, see Chapter 13 of the Administrative Procedures Manual located on the WFLNET.


2009 Construction Staff Orientation

e Get medical attention immediately.
e Report any on-the-job injury to your supervisor
as soon as possible, regardless of severity.

e Supervisor will complete a CA-16
(Authorization for treatment form)

e Employee or supervisor will complete CA-1
(Notice of Injury form)

e All forms and guidelines are on the Safety
Website on WFLnet

e Review Personal Safety Guidelines booklet for
WFLHD

@ Federal Highway Administration — Western Federal Lands Highway Division



Upervisor approval is needed with
completion of Telework Agreement

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
The  telecommuting policy provides employees the opportunity to work at an alternative location, such as or another office location, rather than in the official duty station.  There are two types, Fixed Schedule or routine, and Task Based.  



A fixed schedule is on a regular basis, such as one day each week.



Task Based, is a one time event to complete a certain task.



If you are interested in telecommuting, discuss with your supervisor your plans.  The policy and all applicable forms for telecommuting are found on the WFLnet, Policies, Telecommuting..








Commuter Trip Red

on Coordinator (ETC) is

are available to employees at no cost.
e for Transit Benefits employees are required to

Transit Benefit training.

- DOT Transit Benefits Verification.

- Transit Benefit Application.

. Log your daily commute at Commuter Tracker

( )

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Monthly bus passes are available to employees at no cost upon completing an application.  Bonnie Sandy is the point of contact.  

http://www.clarkcommute.org/

Personnel Iss

Indy Story

@ Federal Highway Administration — Western Federal Lands Highway Division



eOPF, SF-50

portance
anges are correct

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
SF-50, Notification of Personnel Action, is your official copy of a personnel action.   You will receive an SF-50, any time there is an action taken that affects your employment.  It is important to always keep a file of your actions as you will want to refer to them if you need effective dates, award info, verify changes are correct, etc.

It is your responsibility to review the information on the SF 50 and contact your personnel office if there is an error.

Go over how to read the document.



http://dothr.ost.dot.gov/hrprograms/automation/eopf/
http://dothr.ost.dot.gov/hrprograms/automation/eopf/

Your Pay (Page

ade Increase (66)
(76)

eave and Earnings Statement (7)
e Allotments / Savings Bonds (7)

e Flexible Spending Accounts (92)

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes


The general schedule (GS) system is divided into 15 grades, each having 10 steps.   Each year, government employees receive a cost of living raise effective the first full pay period of the calendar year.  This year the raise was 4.2 percent.  In addition, GS employees receive Within Grade Increases at the following intervals:   



WGI – GS employees are eligible for within grade increases after completing a 52 week waiting period for steps 2-4, 104 weeks steps 5-7, 156 weeks steps 8-10.  Within grade increases can be denied for poor performance.     Nonpay status will affect the waiting period.



Page: Page 106 through 115

Leave:  How much leave do I earn?  Employees earn 4 hours first 3 years of service, 6 hours per pp +10 four to 14 years, 8 and hours pp thereafter.    Earn SL 4 hours per pp.  Other types of leave include comp time, court leave, excused absence, family and medical leave act, time off awards, etc. 



Leave and Earning Statement.   You will receive a Statement of Earnings and Leave each payday.   Always verify the amounts are correct.   If corrections are needed see me or Merry, or if it’s a discrepancy in hours, see Jane Lauer.



Taken from Employee Express:

Allotments / Savings Bonds:

Financial Allotments are voluntary deductions to Financial Institutions with direct deposit.  You can have up to 3 separate allotments.  This does not include such items as charity, savings bonds, thrift savings, garnishments, union or other organizational dues. You can set these up through Employee Express or Jane Lauer.



Savings Bonds.  You may purchase savings bonds through payroll deduction.  The minimum deduction amount is $3.75.   You may purchase both Series EE and Series I bonds. Series EE bonds are available in the following denominations: $100, $200, $500 and $1,000. Series I bonds are available in the following denominations: $50, $75, $100, $200, $500 and $1,000. You may sign up through employee express or see Sharon for the appropriate forms. 

Page 17

Flexible Spending Accounts – FSAs allow you to pay for eligible medical and dependent care expenses with pre-tax dollars. By reducing your taxes, you give yourself an immediate discount on services you would normally pay for out-of-pocket anyway. Depending on your retirement coverage and tax situation, that discount can be from 20 to more than 40 percent. Participation in FSAFeds is 100% voluntary and you must elect to participate in a FSA on an annual basis. Open Season for the FSAFEDS Program will always coincide with the FEHB Open Season in the November/December timeframe. Normal Plan Years will always run from January 1 through December 31.   See Sharon for information.




Employee Express (Page 7)

" PRESS

J‘# y
&i?. r 4 e S Tal: 478.757.3084
, f‘ Tel: B00.827 6280
r . TDD: 1.883.880,0412

- www.employeeexpress.gov




Appointment

onal or Career
.e., STEP and SCEP, FCIP

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Career Conditional or Career appointments.  Permanent employees are hired into the gov. under a career conditional appointment.  The employee must complete 3 years of service before becoming a full career employee.  



Excepted Appointments, under Schedule B,  typically used for hiring students under the Student Temporary Experience Program and the Student Career Experience Program.  



Term Appointments, typically made for 1-4 years, when the need for an employee’s services is not permanent.  Reasons for term appointments include project work, extraordinary workload, uncertainty of future funding, etc.






Probationary Perioc

ar conditional service
bationary.

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Page 30.  The first year of career conditional service is considered probationary. The probationary period is used to determine the employee’s ability and fitness required for permanent government service.   



During this first year the employee’s performance and conduct on the job are closely evaluated to determine the employee’s ability and fitness for permanent government service.



Probationary employees can appeal removals and other adverse actions only on the grounds of political affiliation or marital status.

  







 If you move to another position, you are required to complete the probationary period.




2009 Construction Staff Orientation

e Generally, government. employees are
prohibited from receiving salary from
more than one federal government
source.

e May engage In outside employment that
does not conflict with official duties and
responsibilities.

@ Federal Highway Administration — Western Federal Lands Highway Division



Benefits/Beneficie

vees Health Benefits

ployees Government Life
CE

2deral Employee Retirement System
— Thrift Savings Plan

— Social Security

— The Basic Retirement Plan

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Sharon gave you all information regarding benefits






Time and Atter

omp. Time (350 hours
nbined per year)

0 Travel Time

ight Premium Pay

@ Federal Highway Administration — Western Federal Lands Highway Division



2009 Construction Staff Orientation

e \Work schedule must be approved In
advance.

e WFL

policy allows for 4 — 10’s to be

allowed If contractor works such a
schedule.

e COMm

oressed Work Schedule (CWS)

— May only take one day off per pay period
e Flexible Work Schedule (FWS)

@ Federal Highway Administration — Western Federal Lands Highway Division



2009 Construction Staff Orientation

e Pay Is limited to 1.5 x reg. pay up to GS-9
step 5, then 38.81 thereafter, until matches
current hourly salary (GS-12/6).

e Must be approved in advance.
— Form

e Goal 1s 350 hours or less In a FY
— 350 includes OT + Comp.

e Comp. Time limit of 160 hours

@ Federal Highway Administration — Western Federal Lands Highway Division



Night Premium Pay

pase Is paid

@ Federal Highway Administration — Western Federal Lands Highway Division



Automatec

e official recruitment site for
overnment.

areers In Motion, Quickhire
e Staffnet, FHWA'’s intranet site
e WFLNET, WFL’s Intranet Site
e eLMS

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes


Roads, Careers in Motion, and Quickhire.  Recruitment Online Application Data System.   This is an automated application system that requires the applicant to complete a series of job related questions and insert a resume.  The questions are scored and answers verified against the resume.   FHWA began using this automated application system in 2003.  Following the implementation, Dept. of Transportation joined in the use of ROADS and the system was renamed Careers in Motion.  You will probably hear both terms used.  The system is developed and operated by Quickhire.



USAJobs, Office of Personnel Managements official web site for recruiting for the US Government.



StaffNet is the intranet of the FHWA. Its purpose is to provide information to the employees of the Federal Highway Administration for use within the organization. 



WFLnet, is the intranet site for Western Federal Lands.  This is the most useful site for our employees.  This site gives information on  WFLHD.  Many of the items found on other sites are link here.   This site includes WFL weekly newsletters, training newsletters, WFL policies, departments, manuals, Employee Guide, Staff Directories, electronic forms, Careers in Motion, Branch Specific information.



LADS, ELMs, Go Learn.  Lads is the learning and development system for FHWA and is accessed through Staffnet Information Systems.  LADS includes individual development plans, status of requests, training histories, etc.  The IDP is developed through employee/supervisor discussions   All employees are required to have a complete and current  IDP.  LADS will be replaced later this year by the Electronic Learning System, ELMS.  



Go Learn is an online training system with over 2500 courses that are available to DOT employees.  



Soon you will be receiving information on ELMs and how to access the online training portion of the system.











    


D2009 Construction Staff Orientation

Established in 1961, the CFC is the largest
workplace charity campaign in the country.
During the drive, which runs from September
1 through December 15, federal employees,
Including civilian, postal, and military
personnel, are given the opportunity to
contribute to the charities of their choice. It is
the only campaign authorized to solicit and
collect contributions from federal employees
In the workplace.

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
The Combined Federal Campaign is held every year, around November, to raise money for charitable and welfare contributions.   Each year there’s the CFC week, with presenters from charitable organizations.   You will receive pledge cards, and your gift will be deducted from your salary if you choose to participate.   This one-gift campaign eliminates the need for numerous fund-raising drives and provides us the opportunity to help hundreds of voluntary organizations.    



The CFC is the only charitable function allowed at Government facilities.






D2009 Construction Staff Orientation

Basic Rights

You have the basic right to express concerns
and dissatisfaction to:

e Your immediate supervisor

e A supervisor or manager of a higher rank
than your immediate supervisor,

e arepresentative of your HR office

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Complaints, If you have a problem or experience dissatisfaction concerning your work, you should normally discuss with your supervisor.  If this is not an option for you, discuss with a second level supervisor or with or HR Manager Merry McKay.










D2009 Construction Staff Orientation

It IS the policy of the Federal Government
to make all personnel actions without
discrimination because of race, religion,
color, sex, age, national origin, marital
status, sexual orientation, handicapping
condition or political affiliation.

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
you are considering filing a complaint alleging discrimination, you are required to consult with an Equal Employment Opportunity (EEO) Counselor before filing a formal complaint of discrimination. This pre-complaint process affords parties the opportunity to seek informal resolution at an early stage. 



You must consult with an EEO Counselor within 45 calendar days of the date of the event (or your awareness of it) causing you to believe you have been discriminated against. If the event is a personnel action, you must consult with an EEO Counselor within 45 calendar days of its effective date. During this pre-complaint processing stage your identity will be protected by the EEO Counselor, if you wish. 



See Chapter 9 of the Employee Handbook, or see Merry McKay HR Manager.




D2009 Construction Staff Orientation

A grievance is defined as a request by an
employee for personal relief in a matter of
concern or dissatisfaction relating to the
employment of the employee, which is
subject to control of FHWA management.
Certain matters of concern or dissatisfaction
to an employee are not matters for
consideration through the administrative
grievance process, but may be appropriately
considered under other procedures.

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Chapter 9 of the Employee Handbook discusses Grievances.  



Employees dissatisfied with their work, work situation or performance ratings, are encouraged to try to settle the problem through their immediate supervisor, if at all possible, without resorting to the formal grievance procedures. 

If the matter cannot be resolved, the employee may initiate the grievance by providing the immediate supervisor with a written statement which states his or her specific concerns or areas of dissatisfaction and request remedial action. 



Grievances must be filed within 15 days of the date that the occurrence of the act or event being grieved occurred, or within 15 days of the date that the employee became aware of the occurrence. Once received, a final decision on a grievance shall normally be issued within 90 days from the date that the employee initiated the grievance. A written decision will be provided to the employee that includes a report of findings and reasons for the determinations of the decision maker with respect to the matter(s) grieved. Any remedy granted to an employee must conform to applicable laws, regulations, and agency policies and procedures. 



You can get complete details from your personnel or administrative office concerning the grievance procedure available to you and time limits for filing. The Administrative Grievance System procedures are contained in the following references: 1. FHWA Personnel Management Manual, Chapter 11, Disciplinary Actions, Adverse Actions, Grievances and Appeals; 2. Departmental Personnel Management (DPM) Letter 771-1, Handbook-Agency Administrative Grievance System.   



See Merry McKay, HR Manager.




assification, Every Position Description is
classified against the appropriate OPM
classification standard(s) to determine the
appropriate series and grade.

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
Position Description are written by the Supervisor of the position, identifying duties and level of difficulty, using the Factor Evaluation System format.  All positions are classified against the appropriate standards to ensure proper series and grade level determinations are made.      Standards are public information and can be viewed at OPMs web site .




Promotions and Reassic

d)romotions

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
There are two ways to be promoted,.  MP and Career Ladder.  Through the Merit Promotion process, the employee applies through a Merit Promotion announcement. These announcements are advertised on USAjobs/Careers in Motion, where the applicant develops a profile, inserts a resume, and answers a series of job-related questions.  The resume must support the answers selected.  In addition, all applicants must submit a current SF 50 using the process described in the announcement.   FHWA’s Merit Promotion plan can be viewed at WFLNET, Employee Guide, Merit Promotion Plan. 

The second, Career Ladder Promotions.  Many positions have career ladder plans.  Under the career ladder, when the employee fully meets the requirements for promotion,  the supervisor will begin the process for promotion. 

Management has the right to reassign employees to positions to fill particular needs.


Drug and Alcohol Free
Workplace

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
The FHWA is firmly committed to establishing and maintaining a drug and alcohol-free workplace. As a result, the use of illegal drugs by any FHWA employee, whether on or off duty, will not be tolerated. Possessing or selling illegal drugs while on FHWA premises is forbidden. Employees in certain positions which have critical safety or security related duties are subject to random drug and/or alcohol testing. In addition, all FHWA employees are subject to reasonable suspicion testing, post-accident testing, and follow-up testing if previous drug tests are positive and the employee is participating in a rehabilitation program. For additional information about the drug and alcohol testing program, see Merry McKay HR Manager.



Taken from FHWA Employee Handbook, Rules of Conduct.


Leave and Other Form
Off (Pages 7

Ilitary Leave
e Leave Transfer Program
e Adverse Weather 1-866-WFL-VANC

@ Federal Highway Administration — Western Federal Lands Highway Division


Presenter
Presentation Notes
CHARGES FOR LEAVE 

The minimum charge for use of any type of leave is 1/2 hour. Additional leave is also charged in multiples of 1/2 hour. Arrange for leave well in advance with your Supervisor. Leave requests and approvals are documented on Standard Form 71 (SF71). 



Annual Leave (Vacation Time).  

All full-time employees earn annual leave as follows:

Employees with less than 3 years Federal service - 4 hours each biweekly pay period, or 13 working days per year. 

Employees with more than 3 but less than 15 years of service - 6 hours each biweekly pay period, plus 4 extra hours the last biweekly pay period, or 20 working days per year. 

Employees with 15 or more years service - 8 hours each biweekly pay period, or 26 working days per year. 



You may accumulate and carry over 240 hours.  Hours in excess of the 240 must be used in the leave year it is earned or it is forfeited at the end of the year.  This is referred to as Use or Lose leave.  When you leave Gov. Service you will be paid in a lump sum for any unused annual leave.



Restored Leave:  

Use or lose leave may be restored in instances of employee sickness or the needs of agency business.   The leave must have been scheduled and approved in writing prior to the last three pay periods of the leave year.  Annual leave which the employee would otherwise forfeit may be restored to a separate leave account for approximately 2 years.  For complete instructions on requesting restored leave, see WFLNET, Policies, Pay Leave and Awards,  2004 Procedures for requesting restoration of annual leave.  Also Employee Handbook, Chapter 5.



Sick Leave

A full time employee earns 4 hours sick leave each pay period (13 day per year).  SL may be used when you:

 Receive medical, dental, or optical examination or treatment; 

Are incapacitated by physical or mental illness, injury, pregnancy or childbirth; 

Must be absent from work for adoption-related activities; or 

Would, because of exposure to a communicable disease, jeopardize the health of others by your presence on the job. 

There is no limit on the amount you can accumulate.   If you leave Federal Service before retirement, any unused sick lave to your credit on the date of your separation will be reaccredited upon reemployment with the Federal Government.



Leave without Pay

May be approved under limited conditions. such as when your annual leave is exhausted and you must be on approved absence from duty, during a period of illness when your sick leave is exhausted, or for educational or other purposes which are determined to be in the interest of the Government. It is not necessary to exhaust annual and sick leave before requesting LWOP. Whenever possible, however, employees are encouraged to utilize sick leave or annual leave to their credit instead of LWOP. Extended LWOP requires more documentation than the SF-71 Application for Leave, and can result in certain reductions in benefits, including leave accrual, within grade increases, and retirement. For further information, consult your supervisor and your servicing personnel office. 



Court Leave

you are a permanent or temporary employee working on either a full-time or part-time basis (this does not include those employed on a when-actually-employed (WAE) or intermittent basis), and you are called to serve on a jury, you will be eligible for court leave with pay. Likewise, if you are called to serve as a witness in an unofficial capacity on behalf of a State or local government, you are eligible for court leave with pay. However, if you are called as a witness on behalf of the U.S. or D.C. government, either in an official or unofficial capacity, you will be considered in official duty status.



Military Leave

If you are in the National Guard or one of the military reserve organizations, you may be granted military leave with pay and without charge to annual leave for this purpose of active duty or training, if you have one of the following types of appointments: permanent, temporary appointment pending establishment of a register (TAPER), term appointment, or temporary appointment for 1 year or more.





Leave Transfer Program

If you have a medical emergency (or a medical emergency of a family member requiring that you be absent) which will result in a substantial loss of income (unavailability of paid leave in excess of 24 hours), you may apply for participation in the voluntary Leave Transfer Program. To be approved for the program, you must show the need for the paid leave, including a description of the medical emergency, the amount of unpaid leave that would have to be taken, and medical documentation of the emergency (which includes the expected duration of the emergency). Upon approval into the program, other employees may donate annual leave to you for as long as you are experiencing the medical emergency. Leave recipients are not required to repay the leave that is actually used. Contact your servicing personnel office for more information. 



During times of Adverse weather, employees may call 360-619-7720 to see of the office is open.   During adverse weather conditions liberal leave policies apply.  If the office is closed, admin leave applies.



Employee Handbook, Chapter 5.






WFLNET
Employee Guide

E’@ Western Federal Lands Network

Mews & Events | Departments Policies | Employee Guide Staff Directory

Employee Guide Employee Information

Introduction
Division Engineer

» WFLHD Common AcronymsfAbbreviations
> WWFLHD Routing Guide of Responsibilities
WELHD Policies and Procedures

FLH Frogrami
WFEL Frogramm

Program &drministration » Adrministrative Procedures Manual
Project Delivery :.:5-' Benefits

Hurman Resources # Budget and Accountability

Civil Rights o Electronic Forms Library

Ermployee Information 2 Emplayee Handbook

Federal Holidays

» Annual Chili Cook-off

+ Tour First Day

+ During vour First
Wi el

* During vour First
Month

+ Other helpful
inforrmation



Presenter
Presentation Notes
We have a WFL Intranet, which provides officewide information.  The newest area being the Employee guide.  This will provide you with up to date information on issues important to the employee.



To access type in WFLNET in the address line.




Construction Speci

@ Federal Highway Administration — Western Federal Lands Highway Division



Performance Appg

Objectives

@ Federal Highway Administration — Western Federal Lands Highway Division



Xceeds Requirements
Meet Requirements

ng Cycle

— Initial

— Mid-term

— End of year

@ Federal Highway Administration — Western Federal Lands Highway Division



Performance Ok

Inistration
elations

onnel & Project Management
supervisory

e Other — Specific to person or project

@ Federal Highway Administration — Western Federal Lands Highway Division
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Your supervisor has the primary responsibility for seeing that you are trained and developed to do your work well and for helping you learn what to do and the best way to do it.   



Although the FHWA provides certain training opportunities, you are largely responsible for your self-development. The extent to which you take advantage of training opportunities available to you, both on and off the job, may significantly influence your progress.



Western Federal Lands brings in many training opportunities throughout the year.



In addition, employees have the opportunity to attend training provided through the Training and Devleopment Division in HQ, and National Highway Institute.  



Another source of training is through local registrations.  These are typically through private training vendors such as Management Concepts, ESI, New Horizons.   Training catalogs and information are located on the wall as you go into the HR office.

   

Although the FHWA provides certain training opportunities, you are largely responsible for your self-development. The extent to which you take advantage of training opportunities available to you, both on and off the job, may significantly influence your progress. Refer to FHWA Personnel Management Manual, Part Two: Training & Career Development, Chapter 1: FHWA Training System and Chapter 2: Career Development Programs
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